ASSI GNVENT 3

Text book Assignment: “Directives |ssuance System” chapter 6, pages 6-1 through 6-11;
“Reports and Forns Managenent Programs,” chapter 7, pages 7-1
t hrough 7-10.
3-1. VWhat instruction covers the Navy's 3-6. On a notice, cancellation
Directives |ssuance Systen? deternminations are indicated at the
top-right corner in which of the
1. SECNAVI NST 5213.1 foll owi ng ways?
2. SECNAVI NST 5214.1
3. SECNAVI NST 5215.1 1. Canc:
4. SECNAVI NST 5216.1 2. Canc FRP:
3. Canc frp:
3-2. An instruction, notice, or change 4. CANC FRP:
transmittal is best described by
which of the following terns? 3-7. A change transnittal describes the
nature of the changes and gives
1. Oder directions for making them
2. Directive
3. Formal letter 1. True
4. Formal menorandum 2. False
3-3. Information that is essential to 3-8. VWi ch of the followi ng means shoul d
the effective administration or be used to verify the conpl eteness
operation of activities can best be and accuracy of a naster set of
descri bed by which of the follow ng i nstructions?
terns?
1. Checkli st
1. Notice 2. Distribution Iist
2. Directive 3. Cross-reference sheet
3. Instruction 4. Weekly transmittal sheet
4. Change transnitta
3-9. A directive issued by one authority
3-4. An instruction remains in effect in conjunction with one or nore
until superseded or otherwi se other authorities is known by which
cancel ed by whonf? of the followi ng terns?
1. The drafter 1. Miltiple addressee directive
2.  The originator 2. Message-type directive
3. The directives control point 3. Letter-type directive
4. The directives control officer 4, Joint directive
3-5. Usually, a notice will remain in 3-10. A page change to an instruction or

effect for how | ong?

1. Less than 3 nonths but not

[ onger than 6 nonths

2. Less than 6 nmonths but not
[ onger than 12 nonths

3. Less than 9 nonths but not
[ onger than 18 nonths

4, Less than 12 nonths but not
[ onger than 18 nonths
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notice is issued by which of the
foll owi ng neans?

Revi si on

Change transnitta
Weekly transmittal sheet
Special distribution Iist

B W N e



3-11.

3-12.

3-13.

3-14.

3-15.

3-16.

VWhat authority nakes the initial
distribution of directives to al
ships and stations?

1. Secretary of the Navy

2. Chief of Naval Operations

3. Navy Publications and Printing
Service

4. Naval Mlitary Personne
Command

VWhat authority adm nisters the
Directives |ssuance Systenf

Secretary of the Navy

Chi ef of Naval Operations
Bur eau of Naval Personnel
Naval M Ilitary Personne
Commrand

The official by whose authority and
under whose title a directive is
i ssued is known as the

drafter

issuing authority
conmandi ng of ficer
directives control officer

How often shoul d an i ssuing
authority conduct a review of
organi zational directives?

1. Monthly

2. Quarterly

3. Sem annual |l y
4. Annual ly

VWich of the following is a
function of a command directives
control point?

1. Analyze directives

2. EBvaluate the systenis
operations

3. Make reconmendations for
i nprovenent s

4. Each of the above

Aboard ship, who is usually the
directives control point?

Executive Oficer
Personnel O ficer
Adm nistrative Oficer
Ship’s secretary
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3-17.

3-18.

3-19.

3-20.

3-21.

3-22.

At a shore activity, who is usually
the directives control point?

Conmandi ng of ficer
Executive officer

Admi ni strative officer
Admi ni strative supervisor

For classified directives, the
control point maintains |ocator
cross-reference sheets.

1. True
2.  Fal se

Oficial case files are filed in
whi ch of the following ways?

1. By date

2. By ssIC

3. By subject

4. By originator code

O the following itens, which one
is NOT placed in the official case
folder for a directive?

Si gnature copy
Doubl e- spaced rough
Cross-reference sheet
Revi sion of the basic
i nstruction
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I nstructions received by your

conmand should be filed in what

order?

1. Issuing authority, consecutive
nunber, and SSIC

2.  Consecutive number, SSIC, and
i ssuing authority

3. SSIC, issuing authority, and
consecutive nunber

4.  SSIC, consecutive nunber, and
i ssuing authority

An instruction that has been
tenmporarily |oaned out should
usual |y be returned within how many
days?
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3-23.

3-24.

3-25.

3- 26.

3-27.

3-28.

3-29.

O the follow ng notations, which 3-30.

one should be used to enter a
change on the first page of a
directive?

1. Change 1
2. Ch: One
3. CH 1
4, Ch-1

VWi ch of the follow ng instructions
gives direction for an effective
reports mmnagenent progran?

3-31.

SECNAVI NST 5213. 2
SECNAVI NST 5214. 2
SECNAVI NST 5215. 2
SECNAVI NST 5216. 2

A single office with each Navy
conmand shoul d be designated as the
reports control point.

1.  True 3-32.

2. Fal se

At a shore command, who is normally
the reports control nanager?

Adm ni strative officer
Executive assi stant
Executive officer
Seni or Yeoman
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3-33.

A report should be reviewed by the
report originator 30 days before
the fourth anniversary of the

i ssuance date of the report.

1. True
2. Fal se

Reports not approved for extension

are automatically canceled on the 3-34.

third anniversary date.

1. True
2. Fal se

If an information requirenent
shoul d be canceled, what method is
used to cancel the requirenent?

Notice transmtta

Change transmitta
I nstruction fornmat

Standard letter format
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If an information requirenent
remains valid, a change transnitta
shoul d be submitted within (a) how
many days before the expiration
date and (b) should extend the
approved period for a maxi mum of
how many years?

1. (a) 30 (b) 3
2. (a) 30 (b) 5
3. (a) 60 (b) 3
4. (a) 60 (b) 5

VWi ch of the follow ng frequency
requirenents for reports should be
used when an event occurs or a
condi tion changes?

1. As required reports
2. Situation reports

3. Recurring reports

4 One-tinme reports

Information that is collected
stored, retrieved, and subnmtted
when requested defines what type of
report?

1. As required report
2. Status report

3. One-time report

4 Recurring report

A report that conveys essentially
the same type of information at
prescribed intervals is know as
what type of report?

1 Status report

2. Revised report

3. Recurring report

4. As required report

A report that is not subject to
docunmentati on and synbolization
procedures is known as what type
of report?

Exenpt reports

Internal reports

Li censed reports

Conputer generated reports
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3-35.

3-36.

3-37.

3-38.

3-39.

3-40.

VWho nmi ntains the inventory of
recurring reports at an activity?

Forms manager

Reports control nanager
Adm ni strative assistant
Directives control officer
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An annual review of a report may be
conbi ned with the annual review of
the command directive used as the
basis for the report.

1. True
2. Fal se

To ensure that obsolete files are
removed from case files, reports
shoul d be routed through whonf?

Forms manager
Security manager
Ship’s secretary
Seni or Yeonan
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How often should the reports
control officer publish and
distribute a revised |ist of
current and cancel ed reports?

1. Monthly

2. Quarterly

3. Semiannual ly
4. Annual ly

To be an effective aid, how often

should a report tickler file be
checked?

1. Daily

2. Weekly

3. Mnthly
4. Quarterly

Forms are vital to the effective
managenment of your conmand because
they provide information for which
of the follow ng purposes?

Formul ati ng policy
Control ling operations
Moverrent of materials
Each of the above

B

3-41.

3-42.

3-43.

3-44.

3-45.

3-46.

VWho devel ops and coordi nates the
overall fornms managenent program
within the Navy?

Secretary of the Navy

Chi ef of Naval Operations
Secretary of Defense

Chi ef, Bureau of Naval

Per sonne

Each conmmand is responsible for
establ i shing and nmaintaining a
fornms managenment program

1. True
2. Fal se

VWhat is the first step in
establishing a form nmanagenent
system within an activity?

Desi gn new forns

Cancel all forms in use

Revi ew forns for duplication
Issue a directive that states
t he objective of the function
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The nunber and conplexity of the
forns and procedures in an activity
shoul d have no bearing on the
nunber of personnel assigned to the
forns managenent function.

1. True
2.  Fal se

A fornms nmanagenent office should
take which of the follow ng actions
as a first step in the operation of
a forms nanagenent office?

Desi gn new forns

Coll ect copies of all forms
Revi ew forns for duplication
Cancel all local forms in use
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VWi ch of the follow ng steps apply
to the continuing effort to keep
forns and procedures up-to-date?

ot ai n and anal yze the facts
Eval uate and devel op sol utions
Install solutions and follow up
Al'l of the above



3-47.

3-48.

When the forns control file is

est abl i shed, what information 3-49.

should be witten on the copies of
the forns that have been collected?

1. Name of the person who designed

the form
2. Nane of the office using the
form
3. How often the formis used 3-50.

4. How many copi es are prepared

VWi ch of the following items should
be included on the | abel of a |ocal

form fol der?

Title of form

Consecuti ve nunber
Originator’s abbreviation
Al of the above
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Your efforts to consolidate related
information should always result in
the use of one single formto serve
a variety of purposes or functions.

1. True
2. Fal se

VWen a form becones obsolete or is
repl aced, what should be the
di sposition of the form fol der?

1. Destroy it because it has
served its purpose

2. Transfer it to a separate file |,
with the reason discontinued

3. File it in the folder with the
form that replaced it

4. Leave it in the SSIC file



